Creating an NIS Extract Report for Use in MS Excel

The following instructions describe the process for creating a report for export to Excel.
This procedure can be used to export any NIS columnar report to Excel.

Navigation
These steps would start as you generate the report job in NIS when you get to the Printer

Selection screen.

Results
The report can be manipulated using MS Excel.

Process
See following instructions and screenshots.

The initial steps occur in NIS starting with Printer Selection

On the Printer Selection screen select the Document Setup tab and click in the CSV
(Comma Delimited) box
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Go to the Submitted Job Search screen

Click Find

Repeat the Find as necessary until the job status changes to D (Done)
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Select the Row containing the desired report by clicking on the box to the left of the row
Click on the Row Icon

Select View CSV
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In the File Download popup select Save
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In the Save As popup select the desired folder in which to save the file and enter a file
name with a “.txt” extension

Click Save
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The following steps occur after you exit NIS and open MS Excel

Click File
Select Open
Select the desired folder from the Look In dropdown

Select the desired file from the list that appears

Note: The search list may be shortened by clicking the Files of Type: dropdown and
selecting Text Files

Click Open
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Text Import Wizard — Step 1 of 3 should appear
Make sure the radio button next to Delimited is selected

Click Next>
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The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data,
riginal data typs
Choose the file bype that best describes your data:
(ks - Characters such as commas of tabs separate each Figld,
i ‘leed width - Fields are aligned in columns with spaces between each field,
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Text Import Wizard — Step 2 of 3 appears
Click on the box next to Comma only
Deselect any other checked boxes in the Delimiters box

Click Next>
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Text Import Wizard — Step 3 of 3 appears

This step allows the user to change data formats for columns or delete unwanted
columns. In most cases, no changes need to be made on this screen.

Click Finish

F Microsoft Excel - PERSONAL
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The next screen should show the report data placed in columns on a new worksheet.
Data in columns may overrun into adjacent columns because of the default column width.

EdMicrosoft Excel - csvtest3
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1 |Res124a0]
| 2 | STATE OF MEBRASKA
| 3 [NIS0001
| 4 | Fixed Assets Extract Report
| 5 |State Version
| B | As of 6/10/2003
| 7 |Agency Mumber 65 DEPT OF ADM SERVICES
| 8 |Agency Division 4 AGENCY DEFINED DIVISION
| 9 |Tag Numb Seti: Responsib Location L Location L Location L Date Acgu Total Cost Acquisitior Tax Entity Fair Marke SPN Mumt Category CCategory CAs
| 10 [13F01003L DIAGNOST Bo043305 111974 1D
| 11 [13Z700133018 ACADEMII 65048885 3223 M. 48 OMARA 0000E 74141957 525000 C
| 12 |132700134008 POWER b BS0485885 3223 N. 42 OMAHA 0000E  7/1/1930 30915 C
| 13 [132700135008 MAINTENZ BE04G585 3223 N. 42 OMAHA 0000E  7/1/1931 18797 U
| 14 |137700136008 ADMINIST 5048888 3223 M. 45 OMAHA 0000E 7/1/1957 565188 C
| 15 [137700137008 MULTI-PUI BS048885 3223 N. 42 OMAHA 0000E 7/1/1966 654988 C
| 16 [132700138008 PRIMARY B50438058 3223 N. 42 OMAHA 0000E 71141967 720406 C
| 17 [132700135008 MORTH RE BS048585 223 M. 45 OMAHA 0000E 7/1/1969 605731 C
| 18 [132700140008 BOY'S DO B5048585 3223 N. 42 OMAHA 0000E 7A1/1975 308176 C
| 19 [1322001 41008 BOY'S DO BE048585 3223 N. 42 OMAHA 0000E 7/1/1932 86280 C
| 20 (1377009391 3 BEDRO( A50488588 1411974 19100V
| 21 [137701000L RECREAT B5048805 111975 320000
| 22 [132201001L SITE OF M 65043585 1/1/1993 2400/
| 23 [1322010020 SCHOOL { 65043585 111987 1340/U
| 24 |132201225008 OLD G BS043555 524 TENTENEBRASKA CITY 0 7/1/1901 17865 U
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To improve readability and to determine if data has been properly placed in columns
change the column width.

Select the columns containing data by clicking and dragging on the alpha column
headings (here AA to BJ). The columns should be highlighted.

Click on Format, Column and Autofit Selection.

EZ Microsoft Excel - csvtest3

| Fie Edit Wiew Insert |Format Tools Data Window Help
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| 3 | Unhide
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| 7 |

| 8 |

9 |Explanatio Beginning Ending Co Insurance "Replacemi Last Years Insurance Insurance Policy Rer Amount-In: Location(B Current lte Original ltefn Gty

| 10| 1411974 15000 52 5.2
|11 4/1/2000 28368 29754
| 12 | 4/1/2000 4189 4198
| 13 | 4/1/2000 2204 2460
| 14 | 4/1/2000 22656 24414
| 15 | 4/1/2000 13936 13936
| 16 | 4/1/2000 25661 37730
|17 | 4/1/2000 26368 28353
| 18 | 4/1/2000 18645 19665
| 19 | 4/1/2000 16912 16854
| 20 | 1411984 30000 1 1
| 21 | 1411980 38500 134 13.6
E2) 101 MoaR SENNNN an an

The resulting column width will be adjusted to match the widest data field in each
column.

The conversion process may create some empty columns which can be deleted and rows
of header data which may be deleted or reformatted to improve the appearance of the
spreadsheet or allow various Data functions to be performed.

EdMicrosoft Excel - csvtest3

J@ File Edit Wiew Insert Format Tools Data Window Help
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A | B [ 5 [ 1] [ E
1 |RE512480 |
[ 2 |
| 3 |NIS0001
|4
| & |State Version
| 6
| 7 |Agency Mumber 65 DEPT OF ADM SERVICES
| 8 |Agency Division 4 AGENCY DEFINED DIVISION
| 9 |Tag Number Serial Mumber Description Responsible Business Unit Location Linel
| 10 |13F01003L DIAGNDSTIC AND RESOURCE CENTER 65043835
| 11 137700133018 ACADEMIC BUILDING B50453885 3223 M. 45TH
| 12 137700134008 POWER HOUSE B50453885 3223 M. 45TH
| 13 132700135008 MAINTENANCE BUILDING Ba048868 3223 M. 45TH
| 14 132700136008 ADMINIZTRATION BLDG. Bo048868 3223 M. 45TH
| 15 |137200137008 MULT-PURPOSE BLDIG. 65048888 3223 M. 45TH
| 16 |137200135008 PRIMARY BUILDING 65043885 3223 M. 45TH
| 17 |137200139008 MORTH RESIDENCE 65045833 223 N. 45TH
| 18 |1372001 40008 BOY'S DORMITORY 65043885 3223 M. 45TH
| 19 137200141008 BOY'S DORMITORY 65045885 3223 M. 45TH

The file may be saved as you would any other MS Excel file.
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